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Business Procedures for Paying a 
Direct Invoice

• A Direct Invoice is one that has no link to a purchase 
order in the AASIS system.

• Direct Invoices should be parked by the AP Specialist role 
using transactions FB60 or FB10.  FB60 is discussed in the 
Accounts Payable Basics course.

• Parking only puts the Direct Invoice into the system, but does 
not yet commit to payment by posting.

• Parking as complete commits budget for the invoice amount 
and must be posted in the same period it’s parked.

• Parked invoices can later be posted by another user with the 
AP Supervision or Disbursement Officer role using FBV0.  
FBV0 is discussed in the Accounts Payable Basics course.
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Parking a Direct Invoice with FB10
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Enter dates and document type KR.  Select additional input fields as 
desired and click Enter invoice/credit memo.
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Click Mask button to choose the desired format for GL line items.
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In this example, Y001 will be chosen.  Click on it and click the green 
check.
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Enter the reference, vendor account number, amount, business area, 
payment terms, and payment method.  Select Calculate tax.
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Enter the payment reference, text, assignment (vendor invoice 
number is recommended here since it prints on the warrant.) To 
generate a separate warrant for this payment, make an entry in the 
payment reference field.  Click the overview icon.
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Double-click the first item.
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Click the More 
Data button.
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Enter the 
house bank.

Click the Fast 
Data Entry 

button.
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Complete the GL data entry and enter.
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This brings up the overview screen.  Park by selecting the Park 
document button.  The system will return a parked document number.

The parked document can be posted from transaction FBV0.
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The parked document number appears at the bottom of the screen.
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Vendor Credit Memo
• Transaction FB65 is used to create a direct vendor credit 

memo without reference to a purchase order.  MIRO 
(discussed later) is used to create a credit memo with 
reference to a purchase order.

• An FB65 credit memo must be tied to a specific vendor 
invoice with a matching fund.  A credit memo can only be 
used once the dollar amount of invoices open to the vendor 
exceeds the amount of the credit memo.  A credit memo 
can only be used on a subsequent invoice to be paid from 
the same budget quad (fund, funds center, commitment 
item, functional area).
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Credit Memo Transaction FB65
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To generate a credit memo in FB65, use the same 
fields as an invoice created in FB60.  Credit memo 
posting keys are 21 and 50 and generate a 
document type of KG.
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On the Basic data tab, enter the vendor, reference, 
and full credit amount.
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Select “Calculate tax” and choose the appropriate 
tax code.  Enter text if desired.
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Enter the G/L account, Amount, and Cost center.
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Go to the Details tab and type in the Business area.  
Click the Payment tab.
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An existing invoice to the vendor with a matching 
fund must exist for the credit memo to post.  

To search 
for vendor 
payments or 
applied 
credit, click 
the OIs
button.
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This displays the vendor’s line items.

Click the back button to return to 
the credit memo payment screen.
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You’ll get the message “Data was copied”.  Enter to 
clear the message.

On the payment tab, enter the 
invoice document number and 
line item to which the credit 
applies in the Inv. Ref. field.
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Click Simulate to display the 
document overview.
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Be sure that the document is 
correct and if so, park the 
document.
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The system returns to the FB65 
entry screen with a message with 
the parked document number.

The document can be posted in transaction FBV0 
by a user with an AP Supervisor or Disbursement 
Officer role.


